LAKEVIEW ACADEMY | How to Customize Your Calendar Tutorial
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Calendar Overview

The Calendar is the place for you to stay-up-to date on school events and happenings. The
features include:

Event category filter to customize which events you want to see
Event search to find a specific event by title

List and grid (calendar) format options

Customizable date ranges

Print feature if you want a hard copy of the calendar

URL Feed and Export options to pull school calendar data into your other calendar
software programs

Access to user specific events that are based on your associations at the school
(requires login)

Ability to save personal calendar views for future use (requires login)
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Calendar Tutorial

Calendar wEg

School Calendar Sawve This View

D Filter Results By:

Show Filter Options

Day | Week | Month ~ ':j =

< September 2011 =

MON TUE WED THU FRI SAT/SUN
1 2 3
First Day of Pizza Friday!
School 4
5 =} 7 8 9 10
Wilderness Pre-Season Pizza Friday!
Orientation Registration 11
for New
Student
Athletes
8:00 AM
12 13 14 15 16 17
Stonehill Pizza Friday!
College
8:320 AM to 18
9:30 AM
[More Details]
19 20 21 22 23 24
Spirit Week! Parent Coffee Fall Family
7:00 AM Weaekend
25
Pizza Friday!
26 27 28 29 30
Fall Play PSATs Pizza Friday!
7:00 PM Sophomores

and Juniors

LAKEVIEW ACADEMY

Page 2 of 12



LAKEVIEW ACADEMY |  How to Customize Your Calendar Tutorial

Image 2. Calendar displayed in list format with expanded event filter
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Saving a Personal Calendar View

Your preferred calendar format and filter options can be easily saved and accessed during
your future visits to the website.

To set up a personal calendar view:
e Login to site with your username and password.
e Click on Calendar menu in the left hand navigation of the site.
o Select the preferred format (grid or list)
e Set the date range (Day, Week, Month or Custom).
e Select event filter categories you want displayed on the calendar by default.
e Click “Save This View” button.
e Enter name for your personal calendar view.

e Click Save.
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Image 3. Saving a Personal Calendar View
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This new personal view will now be available whenever you log into the site.
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Updating Personal Calendar View

If you want to make changes to your personal calendar, click on it and then select Save this

View to access the “Edit this view” options.

Image 4. Managing a Personal Calendar View
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Image 5. Manage Calendar Views Tab
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Under Manage Calendar Views you may update your calendar title, add additional views,
delete calendar views and update the sort order.

Image 6. Display Options
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Update the default date range and display mode under Display Options.
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Image 7. Event Filter
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Under event filter you may select the default event filters that will be enabled on your
personal calendar view. You may also enable vCal and iCal feed and export options as well as
select whether or not athletic schedules will appear on your calendar view automatically.

URL Feeds and Exporting Overview

Staying on top of all your personal, work and school events can be challenging, especially if
they are spread around different electronic calendar programs.

Did you know that it is possible get the events from the school calendar to display in your
own personal and/or work calendar software programs, such as Outlook, Apple’s iCalendar
or a Google Calendar? There are a number of options and formats to choose from.

First you’ll want to decide if you want to export the events or subscribe to the URL Feed.

Exporting means that you are generating a static export file. It will not reflect any changes,
additions or deletions that the school makes on the calendar moving forward. Once
imported into your Calendar program you will have access to add your own notes to the
events.

Subscribing to a URL Feed means that you will be syncing Calendar events from the
School calendar into your preferred calendar program. A feed will automatically update to
reflect any changes, additions or deletions that the school makes on the calendar moving

Calendar Tutorial LAXKEVIEW ACADEMY | Page8ofl2



LAKEVIEW ACADEMY |  How to Customize Your Calendar Tutorial

forward. The frequency of the updating will depend on the calendar program you are using.
You will not have access to update the event from your own calendar program.

Whether you use vCal, iCal or the Webcal formats depends on the program you are pulling
the event data into.

iCal has become the standard and is used by Apple products (including iOS), Google
Calendar, and is also supported in newer versions of Outlook.

vCal is primarily used by older versions of Outlook.

Webcal is a URL format that tells the browswer to open the URL in a program which
supports the feed. For example, if you are using the Apple iCal application, clicking on the
Webcal link will open the feed in that application.

Example: Subscribing to an iCal Feed URL using Google Calendar
Selecting the iCal “Feed URL” provides you with access to sync the school calendar events
for today and the next |2 months with your calendar software program.

As mentioned in the overview, a feed will automatically update to reflect any changes,
additions or deletions that the school makes on the calendar moving forward. The frequency
of the updating will depend on the calendar program you are using. You will not have access
to update the event from your own calendar program.

To subscribe to a URL Feed using Google Calendar:
e Login to site with your username and password.

e Click on Calendar menu in the left hand navigation of the site.

e Click on the green Feed icon &

e Highlight and copy the Feed URL

e Navigate to your Google Calendar

e Expand the “Other Calendar” options

e Select “Add by URL”

e Paste in the Feed URL you copied from the school calendar.
e Click “Add Calendar” button

e Once Calendar has been added you will have access to update the display settings in
Google Calendar.
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Image 8: Highlight iCal Feed URL
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Image 9. Google Calendar Personal View
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Image | |. Adding Calendar by URL in Google Calendar
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